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Getting Started

Loans can be locked
1 Mondaycg Thursday from 10 a.m. to 8 p.m.
1 Friday from 10:00 a.m. until 5:00 p.m.

Loans cannot be locked:
1 From 8:00 p.m. Mondag Thursday untifates are posted by 10:00 a.m. the following
business day
1 From 5:00 p.m. Friday until rates are posted by 10:00 a.m. the following business day
1 From 5:00 p.m. on the weekday prior to an Agency holiday until rates are posted by 10:00
a.m. the following busiess day

Silverlight

SilverlightisaéplugA y ¢  F2 NJ Ly ( S N#gSiied t® usd tid B imitmehisysteri A
best practice is to clear your Silverlight cacimee a dayefore registering youloan in the
Commitment System. Use the followingteps to complete this process:

1. Click orthe Sart menu of your Windows Desktop and use the search function to locate the
Silverlight progranshown in both screenshots)

Microsoft Office 2007 Microsoft Office 2010

T T<=

All Apps Documents Settings Web More

Microsoft Silverligh

W

t

gl ——
Microsoft Silverlight
—L

Search the web

jel silverlight - See web results
L silverlight download
jel silverlight test

P silverlight install

P silverlight update

TP = T = N |

L silverlight plugin

R N R Y v

jel silverlight windows 10

/ See more results

silverlight x| | shut

js silverlight|
yo) =

T s mg

2. TheMicrosoft Slverlight Configuration Windowvill appear.Click orApplication Storageab.
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3. Click on Deletall then dick OK

r B
+ Microsoft Silverlight Configuration ﬂ
| About | Updates | Playback | Webcam [ Mic | Permissionll Application Storage
The following Web sites are currently using application storage on your computer,
More information
Web site Current (MB) Quota (MB)
https: ffmhfa.mortgagecadence. com/ 24,1 40.0
https:/fmhfastaging. mortgagecadence. com/ 23.0 40.0
N
il
Enable application storage | Delete. . m Delete all...

I 0K ! Cancel

4. A confirmation box will appear, asking if you would like to remove storage for all Web sites.
ClickYes

Microsoft Silverlight [

Delete application storage for all Web sites?

This may change or reset the behavior of Web sites that use application
storage and will remove associated user data.

'
Siiverlight

5. Launch theMinnesota HousindLoanCommitment System
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6. ClickyesF2NJ ¢52 &2dz ¢+tyid G2 AYyONBIaS | grAtlrotS adz2

Do you want to increase avaiable storage?

The following Web site is requesting more application storage space on
your computer.

Web site: https://mhfa.mortgagecadence.com
Current usage: 0.0 MB

Slﬁefllg ht Requested size: 40.0 MB
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Uploading a Fannie Mae 1003

You havawo waysto enter a loan in the&Gommitment System Uploading the 1003 will populate most
fields in theGommitment System but you should review the fieldseforelocking to make sure the

information uploaded correctly.

Note: The Commitment System only works in Internet Explorer

1. Click on thdmport icon

.':l' — Minnesota Housing Finance Agency

=
Y Q Announcements \

Title

My Tasks
Pipeline Vista

Announcements

Message

2. The Import Loan pop up window will appear. ClickFile Typedrop down and selecENMA

Import Loan

File Type - l
Mapping Set Loan Configuration
Import file LT e Ml Browse...
_J Update Active Loan > Ll
[ Borrower Center
®) Insert into New Loan MISMO 2.3.1 Closing
] } 2.6 Appraisal Response
i) allow Mapping Set to determine update ol
Loan Status | - |
Client | Client Selection A |
Channel | v |
Operations Center | - |
oK Cancel
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10/21/2020



MINNESOTA HOUSINEOMEOWNERSHIP SYSTEM GUIDE

3. ClickBrowse.

Import Loan 5

File Type |FNI‘~'IA - |

Mapping Set | |

Import file | > ‘ Browse...

4. Locate the 1003 you want to import
Note: Keepthe file type as FNMA Import/Export (.fnm). The systemty accepts .fnm

extensions
R
Qw |- Desktop » v ‘ 5 l ‘ Search Desktop p e |
Organize v New folder 3= v [l '@)
ﬁ-‘ Wind: Name Size Item type Date TﬂCd‘IflEd =
o DVDF .
B __| DODU-Case5-Import.fnm 5KB FNM File 4/15/2019 7:41 AM ‘
ocul
= @) Forms - Shortcut 2KB Shortcut
¥ MHF/ 2
e 7 [# SFBSPS Request Form - Shortcut 1KB Shortcut
ccou
=+ Ad " Seating Assignments, Conference Rooms, Phone and ... 1KB Internet Shortcut 9/27/2017 8:25 AM |=
mi|=
= A 3 . _Temporary PDFs File folder 2/23/2019 12:51 PM
I
= App Clean up before we go live File folder 2/19/2019 7:47 AM
5# Home
. Lender Set-up ELC File folder
¥ Inforr ;
Ll . Job Audit File folder 3
ega
= e ] @J Agency Letterhead 2KB Shortcut
5 Multit -
St Gﬁ Network
== Datab;» B Camniter -
File name: DODU-Case5-Import.fnm v [l FNMA Import/Export (.fnm) v |
Open |v| Cancel

5. ClickOpen
1 Complete the remaining fields
0 Loan StatugSelectRegistered
o0 Client/Lender(Select your company
o Channelwill automatically be selected based on your company
0 Operations CentefSelectCorrespondent Ops Cender
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6. ClickOK
See Example of filleieh Import Loan Screen below

Import Loan b
File Type | FNMA - |

Mapping Set | |

Import file | DODU-Case5-Import.fnm | Browse...

) Update Active Loan

@) Insert into New Loan

®) System generated loan number Loan number contained in import file /

() Allow Mapping Set to determine update or insert /

Loan Status | Registered - | /
Client | Academy Mortgage Corporatior Q |

Channel |Horneownersh|p |

Operations Center |Correspnndent Ops Cent -

7. After clicking OKhe system will import the file.

Import Loan 2

File Type FNMA o
Mapping Set

Import file DODU-Case5-Import.fim Browse...

*) Insert into New Log

Importing File 1/1, please wait

Loan Status v
Client Academy Mortgage Corporation
Channe Homeownership
Operations Center Correspondent Ops Center v
0K Cance
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8. After the 1003 has been suceadglly uploaded you will be brought to thean Summary,
Homeownership ScreerYou will now have a Minnesota Housing Loan number to reference.

3 c—
: gﬁ Q Loan Summary - .ﬁ ™
. Homeownership 4000005472 | Registered | New | 1}
Actions Save
-
Loan Information
Tasks
o Program .~ | Product | Products and Pricing wu| Purpose Type |Purchase
Pipeline Vista ——- ‘ =—
Loan Amount . 157,900.00 Term (Months) 360 | Interest Rate . |4.7500% =
Announcements bt =
4 P&l 302.03 PMI Company | ~ | Minnesota Housing Upfront Paid Oy
B e e UPMI) Option?
Loan Summary - Homeownersh . fovn o
True & fy Lock Expiration Date mm/dd/yyyy 30 SRP Percentage Selected
Products and Pricing Validation. _ | FHA Case Number Grant Amount | |
Borrower Information - Homeov i
Cancel Loan B Loan Cancellation Reason | .
Demographic Information
Property & Loan Information - b Change Pricing ()
Fee Detail Down Payment & Closing Cost Loan Information
Dates
Down Payment & () Yes () No
Mortgagors Closing Cost Loan
Document Tracking Indicator
Down Payment & Down Payment & Closing | |
ceelnforueiin Closing Cost Loan ¥ | Cost Loan Amount —
Underwriting Conditions Product
Quality Control Down Payment & | Down Payment & Closing |
Closing Cost Loan Cost Loan Term
Interest Rate Exception Rate Type
= > Nown Daumont & I Nawm Davmaont + 2 Clacina I 2%
« il » Kl [l ¥

9. Complete the applicadn by clicking on thellipsis(X). This launchethe Product and Pricing
Wizard

T o= 7
] % Q Loan Summary - :
- Homeownership 4000005408 | Registered | New

Firstimer, Alice Add Application

Loan Information

My Tasks

Program v Product IProducts and Pricing Purchase v |
Pipeline Vista T =

Loan Amount . |57,900.00 Term (Months) |360 Interest Rate . |4.7500%
Announcements -

4 P&l 302.03 PMI Company ‘ v ‘ Minnesota Housing Upfront Paid O Yes U No

3 Mortgage Insurance (UPMI) Option?
Loan Summary - Homeownershi 8
e Cai Lock Expiration Date mm/dd/yyyy 19| SRP Percentage Selected

Products and Pricing Validation FHA Case Number ' Grant Amount }

Borrower Information - Homeowne

1 : Cancel Loan J Loan Cancellation Reason ‘ v ‘
Demographic Information

Property & Loan Information - Hom | Change Pricing J

Fee Detail Down Payment & Closing Cost Loan Information
Dates

Down Payment & () Yes (_ No
Mortgagors Closing Cost Loan
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10. Start byselectingthe Loan Office@ namefrom the dropdown. Then go through each sectidry

using theNextbutton to complete the following section®orrower Information, Demographic,
and Property & Loan Informationd L ¥ & 2 dzQNX  d&gtkandiNétbiittans pléa® i K
al

I R2dza 0 @& 2 dzNJ & EE2L% Y2ENB2NID LeyKIMSENIYS @ 6 Saptgp§ O S a

Products And Pricing Wizard

Client Selection
Wi zardINavigahion Client / Branch Selection

Client Selection -
Client / Branch* | American Mortgage & Equity Consultant & | Channel* Homeownership ~ | Op Center® Correspondent Ops Center v

Loan Officer | - | ender Loan Number | |

Borrower Information - Homeowners|

Demographic Information

Property & Loan Information - Home
Product Validation

Pricing

Rate Lock

Product Selection

<] Back I L2 Next I [=] save and Exit “ Cancel
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New LoanSetup(Manual Loan Entry)
Note: Follow these steps if you prefer to enter all fields iatd Yy S&a2 G+ | 2dzaAy3Qa [ 21y
System manuallynot using the 1003 upload)

1. dick on theNewicon in the upper left corner.

"

Announcements

Pipeline Vista

My Tasks

2. Click on theNew Loancon.

My Tasks

Pipeline Vista
Announcements

10/21/2020
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3. TheProducts and Pricing Wizard..) will open.Client Selectionis the firstscreenin the Wizard
Be sure the fields are complete:
0 Channel SelectHome Ownership
0 Op Center SelectCorrespondent Ops Center
o Select the Loan Officer from the drop down list.
1 If the Loan Officetis not listed in the drop down box, contact your Web
Administrator
0 Lender Loan Number is an optional field

Products And Pricing Wizard
Client Selection
P ey ation) Client / Branch Selection
Client / Branch® | Client Selection & | channel* ~ | op center -
Loan Officer | Lender Loan Number
1t Mortgage Pricing Screen
Rate Lock
< Back 2> Next =] save and Exit ) cancel

1 Go through each section by using the Next button to complete the following sections:
Borrower Information, Demographicand Property & Loarinformation.

Products And Pricing Wizard
Clien
Client / Branch Selection
Client Selection

- lient / Branch® k Selection & channel= ~ | Opcenter*
; oan Officer « | Lender Loan Number
15t Mortgage Pricing Screen
Rate Lock

I << Back Lo Mext || save and Exit “) cancel
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Borrower Information

Products And Pricing Wizard

Borrower Information - Hom
Wizard Navigation

Client Selection
Borrower Information - Homeowners

Demographic Information

Property & Loan Information - Home
Product Walidation

Pricing

Rate Lock

Product Selection

1. Complete the fields on the screeviou mususe the scroll bar tscroll down toenter the
household size, income amdtios.

Products And Pricing Wizard
Borrower Information - Homeownership
o zrd Navioahn Borrower Information -
Client Selection
Borrower Information Borrower Information
Borrower Information - Homeowners
Demographic Information Rt =il
Property & Loan Information - Home|  Middle Name Middle Mame
Product Validation Last Name Last Name
prcing Name Suffix Name Suffix
Rate Lock
SSN SSN
Product Selection e J e J
Marital Status -] Marital Status -]
First Time Home ) Yes @ No First Time Home ) Yes @ No
Buyer Buyer =
Will Occupy Subject () Yes (U No Will Occupy Subject () Yes (U No
Property Property
Date of Birth mmidd/yyyy | 8 Date of Birth mmidd/yyyy | 8
Homebuyer Education mmidd/yyyy | 8 Homebuyer Education mmidd/yyyy | 8
Date Date
TransUnion TransUnion
Experian Experian
Equifax Equifax
Borrower Credit Score Borrower Credit Score
No Credit Score OJ No Credit Score OJ
Credit Score (All 0
Borrowers)
Check this box if there are more than two borrowers. Add an application for those additional borrowers from the loan summary screen. [ |
Are There Cosigners For This Loan? ||
4 m * ;’ o . . ' T N - T - : IIIV 5
<] Back |5 Next [=] save and Exit ) Cancel

1 Required fields in this section are:

o Borrower First Name o Calculated Annual Minnesota
0 Borrower Last Name Housing Eligibility Incomgor Start
o Borrower SSN Up Loans, we recommendgsingthe
0 Marital Status Program Eligibility Income
o First Time Home Buystatus Worksheet linked in the field title)
o0 Will Occupy Subject Property 0 Monthly Qualifying (203) Income
o Date of Birth 0 Household Size
o Credit Score 0 Housing Ratié& DTI

o AUS
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Tip: When entering dates on the screen, use tight arrow or / on your keyoard to avoid using the
mouse.
2. If there is a cosigner for the loan, place a check in the checkbox and continue. If checked this
will populate an additional field in the menu

Check this box if there are more than two borrowers. Add an application for those additional borrowers from the loan summary screen. ]

Are There Cosigners For This Loan? I (

If using this system to generate Mortgage documents: click here to enter additional interested parties. 1
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Demographic Information

Products And Pricing Wizard

Demographic Information

Wizard Navigation

Client Selection

Borrower Information - Homeowners
Demographic Information

Property & Loan Information - Home
Product Validation

Pricing

Rate Lock

Product Selection

1. Demographic Informatioris the next screerAll fields in thiscreen are require¢Ethnicity, Sex
& Race)

9 This screen requires scrolling up/down, as well as left/right to navigate.
9 Once all fields are completed, selétextto move to the next screen.

Products And Pricing Wizard

Demographic Information

Wizard Navigation Demographic Information of the Borrower 2

Client Selection

Borrower Information - Homeowners | Ethnicity: Check one or more

(£ R i O [[] Hispanic or Latino

. f - H ; -
Property & Loan Information - Home =E N o

Race:  Check one or more

|  American Indian or Alaska Native - Print name of enrolle

Product Validation - o - e —
[] Other Hispanic or Latino - Print origin: [] Asian
Pricing =
{ Asian Indian Chin
Rate Lock | J ] [} <
P For example: Argentingan, Colombian, Dominican, Nicaraguan, Salvadorian, Spaniard, and so on.

[] Japanese [] Kore_
] Not Hispanic or Latino O Other Asian - Print race:
L J

For example: Hmong, Lactian, Thai, Pakistani, Cambodial

Black or African American

Native Hawaiian or Other Pacific Islander

[ [iiFemale [] Native Hawaiian [] Guamanian o
| #:0 [| Other Pacific Islander - Print race:
L J
For example: Fijian, Tongan, and 50 on.

[] white

Demographic Information of the Co-Borrower

Ethnicity: Check one or more Race:  Check one or more

| Hispanic or Latino

American Indian or Alaska Native - Print name of enrolled | 7
“« w

»

< Back 12> Next Save and Exit ) Cancel

9 If the cosigner box was selected on the Borrower Infororasicreen, the Mxt buttonwill
take you to he cosignescreen

9 If there is no cosigner, thedXt button will take you to théroperty & Loan Information
screen.
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2. Enter theCosignerinformation, if applicable.

Products And Pricing Wizard

Cosigner
Wizard Navigation

Client Selection

Demographic Information
Cosigner

Property & Loan

Borrower Information - Homeowners

Cosigners

Do not enter Borrowers or those who will sign the Mortgage document.

Cosigners must sign the Note only. They are responsible for making loan payments but they are not on the property title.

Product Validation
Pricing

Rate Lock
Product Selection

- Home.

' First Cosigner

Cosigner Suffix

Cosigner Street Address | |

Cosigner City Cosigner State Cosigner Zip Code

Cosigner Credit Score

Cosigner First Name Cosigner Middle Name Cosigner Last Name |

Second Cosigner

Cosigner Suffix |

Cosigner Street Address | |

Cosigner City Cosigner State Cosigner Zip Code

Cosigner Credit Score |

<] Back

Cosigner First Name | | Cosigner Middle Name | Cosigner Last Name |

15> Next [=] save and Exit “) Cancel ‘

3. SelectNextto navigateto the next screenProperty & Loan Informatiorg Homeownership
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Property & Loan Informationg Homeownership

Property & Loan Information
Wizard Navigation
Client Selection
Borrower Information - Homeowners
Demographic Information

| Property & Loan Information - Home

Product Validation
Pricing

Rate Lock
Product Selection

1. Fillin all applicable fieldRequired fields undelProperty & Loannformation are:
Property Street

Property City

Zip Code

County

State

Property Type

Number of Units

Acquisition Cosfpurchase price)
Property Value

Year Built

Construction type

Estate Will be Held in

= =4 =4 =4 =4 4 4 -8 -8 -8 o on

Products And Pricing Wizard

Property & Loan Information - Homeownership
Wizard Navigation

Property Street 123 Main Street |
Client Selection Property Clty Forest Lake ~ | ZpCode 55025 | County | WASHINGTON v | State M~ |
Borrower Information - Homeowners . .

. Census Tract | Target/Non Target + | Property Identification Number (PID)
Demographic Information
P & Loan jon - H Property Type Single Family Detached ~ | Units 1 | Year Built 2000 Construction Type Existing
Product Validation Purchase Price 200,000.00 Additional Acquisition Total Acquisition Costs 200,000.00
. Costs

Pricing 3

Property Value 200,000.00 Estate Will Be Held In Fee Simple -
Rate Lock - e |

Product Selecticn seuzle=no

Pleasenote:
9 Legaldescriptioncannot exceed 75 characters
1 Property City- narrow thesearch by typing in the first letters of the city
1 If doing a Step Up Refinantke purchag price field must be left bldn
1 Census Tradnd TargetedNon-Targeted fields:These fieldsvill populate AFTERhe loan is

P

locked Prior to lock statuthe fields will bed 3 NJ-28d&iR | YR dzyl @F Af 6t S F2NJ
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2. Requried Fields undéman Informationare:

= =4 =4 =4 =4

=

1

Loan Amount

Purpose Type

MinnesotaHousinguPMIOption (typically the answer is No

FHA Case Number (if FHA) you do not yet have this, enter 0

Grant Amount fFor Freddie Mac loaremly; donot entersecondmortgage funds in this
section

Program (Select Start Up or Step Up)

Mortgage TypdConventional, FHA, VA, USDA/Rural Housing Service)

Loan Information

Program

Loan Amount

Purpose Type

PMI Company

. |1590,000.00 Term (Months) 360

Purchase + | Minnesota Housing Upfront Paid (_) Yes (@) No
' Mortgage Insurance (UPMI) Option?

Mortgage Guaranty Corp = | FHA Case Number Grant Amount

Start Up + | Mortgage Type Conventional -

1 After filling in the loan information fields, a pajp box will appear reminding you to

indicate whether or nothe transaction will include advnpayment and Closing Costdn.
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